
SharePoint 2010 



Introduction 

 Alerts are notification sent via email when a change has 
occurred in the designated list or library 



Setting an Alert 

1. Open the list or library you want to set an alert on. You can either 
click on the title of the list or library or the link in the Quick Link 
menu 



Setting an Alert 

1. Select List from the List Tool menu 

2. Select “Alert Me” from the ribbon menu 



Setting an Alert 

1. Select “Set alert on this list” 



Setting an Alert 

1. Complete the Alert property form (top half) 



Setting an Alert 

1. Complete the Alert property form (bottom half) 

2. Select OK to save and activate 


